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MH&QRAKDUM FOR: Chief, Investigatio^Division 

Chief, Security Record* Divxsioc 


SUBJECT 


Th^ Security Into: 


1 . At our K ost recant gating of the Policy Ccrcrdtte* c 3 ,^xt^tion, 
ve agreed to lave o study awl* of the policieB, or lack o poll , 

the Security Index. 
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SCBJECT: 5Bxa Security Indx< 

I. Uha o/ this paper its to set forth the polieleo governing 

th ® <2dditiow to, nnintonaaco of, end delation from the nurb er security 
index and, to the extent that they ara as integral port Q f such policies, 
certain of the procedures to be followed by the various components of the 
office . 

Olarliication of these policies is roads mandatory by the caning 
of automated systems of adding to and retriwviu^; from our index. LVan if 
the systems were not autematsd, the promulgation of uniform policies 
regarding the Index would be necessary In order to permit us toj 

a. remove freu the index entries which duplicate or 
which am aada unnecessary by other entries; 

b. remove from the index entries which are filed 
under titles against which a meaningful search 
could not or normally would not be made; 

c macro frau the index entries which are of little 
or no future value . 

J. At the coma time as we reiaore from the index those entries which 
fall in tho categories mentioned in Paragraph 2, we naast provide for 
orderly additions to the inieac. Hew entries to the index must be - fri* by 
Judgment selection against or within the following criteria: 

a. entries into the index should not duplicate any other 
iridox which io readily searched unless the infonaation 
folic within one of the other categories mentioned; 

b . it 1 c not possible nor would it be worthwhile to index 

evaiy Ftel<&§e gQQAMIQS 
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c. material going into the Master Into: should be of 
general long -tom interest and not of interest to a 
oingla office cci&ponent or of only short-term interest; 

d. material going into the Master Index must go in under an 
entry rusaa against which subsequent searches will be 

! isde ; and 

e. material going into the Master Index should be meaningful, 
identifiable, end useful on retrieval. 

k. To avoid having unnecessary entries in the index, the adoption of 
the following ruleo i« noceosaryi 

a. reference cards vill not be filed in the ln&cac if a 
subject carl already exists on the subject of the 
reference card; 

b. inasmuch as our retrieval system calls for the 

pulling of a file, only one reference card should 
be filed on any title if the references are to the 
coma file even though the references are contained 
in different reports or in different pages of the 
©ajae report. (In these cases the individual reference 
cards to various documents should be stapled 

to a single sheet In the basic file. ) 
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c. the liurlt on roforeneo cords on any title should bo 
flexible enough to provide for tha establishing of a. 
subject file to hold, those raf-'irenee carle whenever 
It is found that the searching of the index and the 
pulling of the files exceeds the work Involved in 
setting up such a file. 

l J. All ijrofaeeionala nuat accept their &Iafq of responsibility in 
recording in one basic doc; ?ont all bantu facts developed through a record 
search and file review in order to avoid subsequent searches end research 
and analysis by another professional cheeking on the same xmm. Hiis 
docuaont oust be written and referred to SKD in such a form as to permit 
revision of the index. 
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